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B - SMAGETENT
ADMIN: . CRATIVE BB s
NOTICE
No. _ 10 March 1953

SURJECT; Standardization of Filine Supplies

1, With the issuance of this notice, standards for file fol-
ders and guides are being established, Standardization will result
in economies in procurement; will simplify orocurement procedures-
will simplify stockin~ and warehouSJnn problems; and will insure
uniformity of supplies used in the same file. Also these standards
eliminate the use of either unnecessarily expensive items or items
that are too cheap and flimsy to afford the service desired.

2. After present stocks of folders and puides have been es=-
hausted the followine supplies will be available in stock for the
filine of all letter and lersl size papers:

a. Letter and leral sive, metal ancular tab, 1/3 cut
presshoard cuides with standard cvide inserts,

b, Letter and legal size, square‘cut, plain tab non-
reinforced, 11 point kraft folders.

C. letter and lepal size, square cut, plain tab reinforced,
11 point kraft folders with fasteners (without compressors)
in number 1 positiong.

3. Any exceptions will be justified in writine to Procurement
andSupply Office for concurrence by Records Manapement and Distribution
Branch of Ceneral Services Office, Present usage of a specific type
folder or ruide will not be considered sufficient justification for
deviating from the established standards,

FOR THFE DTRFCTOR OF CFNTRAL TNTFRIITA®NCE:

L. K, WHITE
Actine Deputy Director
(Administration)
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